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CHAPTER 1
Essential Elenments, Progranms and Processes

Ref erences: (a) OPNAVI NST 5100. 23E
(b) 29 CFR 1960
(c) CNETINST 5100. 2H
(d) OP 5, Vol 1, 6th Revision
(e) NAVSEA S0420- AA- RAD- 010
(f) CNETI NST 1500. 20D
(g) NAVFAC P- 307
(h) 29 CFR 1926

COMVAND SAFETY POLI CY

* COOAOC D rector OSH Policy Statenment [sec 0207.b, ref
(a)] nmust be signed within 90 days of assunption of command.
Publ i ci ze and post copy on safety bulletin boards. |If the
activity is a detachnent, the O C nay adopt the parent comrmand
policy statenment. Sanples are provided at the end of this
section.

* Procedures nust be established to protect all Navy
personnel from coercion, discrimnation or reprisal for
participation in NAVOSH program [sec 0207, ref (a)]. This may
be part of the policy letter or through command instruction.

COUNCI LS AND COWM TTEES

If there are 100 or nore assigned personnel, the activity
must establish an OSH Policy Council to consider OSH i ssues and
provide the COO C Director wwth recormmendati ons for safety
policy [sec 0402.e&g., ref (a)].

The OSH Policy Council need not be a separate commttee as |ong
as the followng criteria is net:

* The OSH Policy Council is chaired by the CO XO or
equi val ent and the safety manager/officer is a nenber. [sec
0207.d, ref (a)]

* The OSH of fi ce devel ops proposed agendas and
presentations for the council and maintains mnutes of the
meeting for a period of 3 years. [sec 0402.e, ref (a)]

* Al nmenbers are appointed in witing (either by letter or
by title or position in a command instruction) and nenbership



includes civilian and mlitary personnel representing all key
el ements as well as safety and health representatives. [0402.e,
ref (a)]

If the activity has fewer than 100 personnel assigned and

chooses not to establish an OSH policy council, an open |ine of
communi cations nust be established to ensure all personnel are
advi sed of OSH issues (captain's call, handouts, newsletters,

etc.) [sec 0402.g, ref (a)]

Activity safety personnel are highly encouraged to
participate in host activity safety neetings as well as regional
and national federal safety and health councils and conferences,
whenever they exist. [sec 0403, ref (a)]

EMPLOYEE REPORTS OF UNSAFE/ UNHEALTHFUL WORKI NG CONDI TI ONS

All Navy activities must inplenent an enpl oyee hazard-
reporting program and advi se personnel of its existence and
their rights and responsibilities under the program OPNAV form
5100/ 11 and the appropriate appeal procedure and chain of
command relative to the activity nmust be readily available to
all personnel (posted on bulletin boards, in work centers, etc).

The followi ng elenents are considered critical:

* Enpl oyee hazard reporting programis established and
publicized (posting, training, etc) to personnel. [sec 0602 &
1005, ref (a); sec 28, ref (b)]

* The safety office naintains a log of all reports and the
status of each. [sec 1002, ref (a)]

* Oral reports are transcribed to OPNAV 5100/11 and treated
the sane as all other reports. [sec 1002, ref (a)]

* Interimand conpl ete responses include are provided in
prescribed tinmelines and include all essential data. [sec 1002,
ref (a)]

* All records are retained for at least 5 years. [sec 1005,
ref (a)]



PREVENTI ON AND CONTROL OF WORKPLACE HAZARDS ( REGULATORY
COVPLI ANCE PROGRAM

Al I workpl aces nust be inspected at |east annually by
qualified safety personnel [sec 0903, ref (a)]. Unless otherw se
identified in inter-service or simlar support agreenents, these
i nspections are the responsibility of the activity that owns the
facility.

REPORTS
The follow ng reports are required:

* Quarterly Injury/lllness Reports nmust be submtted to
CNET (00X) by the 20th of the nonth follow ng the end of a

quarter. An electronic submttal format is provided at
wwmv / cnet . navy. m |/ saf ety/ navosh. html . [sec 11, ref (c)]

* Qccupational Injury/lllness Log nmust be provided to Naval
Safety Center sem -annually using the electronic format
establ i shed by COWAVSAFECEN [sec 1409.a(1), ref (a)]. Md-year
submttals are required no later than 15 April and end-of - year
submttals are required no |later than 15 Cctober. The | NJTRAK
dat abase devel oped by the Naval Safety Center nmay be downl oaded
fromthe Naval Safety Center honepage at http://safetycenter
navy. m | /ashore/ Cccupati onal Saf et y/ | NJTRAK/ M shapRecKeep. ht m or
fromthe CNET Safety honepage at www. /cnet.navy. m|/safety/
navosh. ht m .

* |If the activity has 1 or nore civilian enpl oyees, the
activity must conplete and post a copy of the "Annual Report of
Navy Civilian Qccupational Injuries and Il nesses" [sec
1409. a(3), ref (a)]. The report nust be posted no | ater than 45
days followi ng the close of the fiscal year and remain posted
for at |least 30 days. DO NOT SUBMT TH S REPORT TO CNET OR
COWNAVSAFECEN

* A copy of the nost recent activity NAVOSH Sel f - Assessnent
must be submtted to CNET 00X by 15 Novenber of each year, via
the chai n-of -command [sec 14.a, ref (c)]

* The annual Navy COccupational Safety and Heal t h ( NAVOSH)
Cost Report nmust be submtted to CNET (00X) no | ater than 15
Decenber of each year [sec 1303, ref (a)]




* The annual NAVOSH Trai ni ng Needs Assessnent (TNA) nust be
submtted to CNET (00X) upon notification by CNET nessage
(typically in the July/August tinmefrane) [sec 0607, ref (a)]

* Responses to inspections by outside agencies (i.e. NAOU,
Navy Crane Center, NAVORDCEN, OSHA, etc.) nust be submtted via
CNET (00X) with advance copy to the applicable agency [sec 12.e,
ref (c)]

LETTERS OF APPO NTMENT/ | NSTRUCTI ON DESI GNATI ON

Letters of appointnent or specific designation by command
instruction are required for (as applicable to the activity):

Asbest os Program Manager [sec 1707, ref (a)]

Col l ateral duty safety personnel

Confined Space Program Manager [sec 2709.a, ref (a)]
Expl osi ves Safety Oficer [sec 1-4.2.1, ref (d)]

Laser Systens Safety Oficer [sec 2210, ref (a)]

OSH Policy Council Menbers [sec 0402.e, ref (a)]

Radi ation Safety Oficer [sec 1.3.8.4, ref (e)]
Respiratory Protection Program Manager [sec 1503.a, ref
(a)]

Training Safety Oficer [SEC 7. E(11), ref (f)]

Wei ght Handl i ng Equi pment Certifying Oficial [sec 3.2,
ref (9)]

FORVAL CLASSROOM TRAI NI NG

b B R B B B I

*

An | ndi vi dual Devel opment Plan (1DP) nust be established for al
safety personnel (mlitary and civilian; full time or collateral
duty) to identify devel opnental requirenents (formal training,
QJT, etc) for acconplishnment of assigned duties [sec 0602.d(1l) &
0602.e(3)]. If assigned collateral duty responsibilities for
any of the followng, formal training requirenents nust be net.

* Asbest os Program Managenent - Abatenent Project Designer;
Asbest os | nspector/ Managenent Pl anner; Navy Asbestos
Program Manager; [sec 1708, ref (a)]

* Collateral duty safety - Introduction to NAVOSH (Ashore)
[ sec 0602.e(2), ref (a)]

* Confined Space Program Manager - Confined Space Safety
[ sec 2704.e(1)]

* Ergonom cs Coordinator - Navy Ergonom cs Program|[sec
2306, ref (a)]

* Expl osives Safety Oficer - Basic Explosives Safety



(mandatory); Electrical Explosives Safety for Naval Facility
(strongly recomrended); Explosives Safety for Naval Facility
Pl anning (strongly recommended); Expendabl e Ordnance Managenent
(strongly recomended) [Table D1, ref (d)]

* Laser Systens Safety Oficer - Laser Systens Safety
Oficer (Category | or I1) [sec 2212, ref (a)]

* Mshap Investigation - Mshap Investigation & Prevention
(Ashore) (Al mshap categories); Mshap Investigation (8 hrs
| ocal |y devel oped) (lnvestigation of class C & D m shaps only)

* Respiratory Protection Program Manager - Respiratory
Protection Program Managenent [sec 1512.b(3)]

* Fall Protection Systens Conpetent Person - Fal
Protection [ Subpart M Chap 6, sec 0602d(2), ref (h)]

OFFI CI AL SAFETY BULLETI N BOARDS

* COs Policy Statenent

* DD Form 2272 (Departnment of Defense COccupational Safety
and Health Program poster) with current information

* Notice of location where safety docunents and information
can be obtained by all hands.

* Annual Sunmary of Civilian Injuries/IlInesses (if DoD
civilians enployed at the activity)

* Other safety information that needs to be dissem nated to
the activity (OSH Policy Council mnutes; mshap data, safety
posters, reports of unsafe/unhealthful working conditions, etc.)

| NFORVATI ON TI DBI TS

* |f the activity has inert ordnance used for training,
di splay or cerenony, the inert ordnance nust be docunented on
the inert ordnance inventory (under an Expl osives Safety
Oficer)

* A personal protective equipnment eval uation nust be
conducted for all work processes (including training evol utions)
and the PPE requirenents identified in witing. These
requi renents are already part of standard | esson guides for
formal training. Industrial hygiene reports and safety surveys
will identify other PPE requirenents.



DEPARTMVENT OF THE NAVY

I'N REPLY REFER TO

5100
Ser 00X/ 0122
31 Mar 2000

From Commanding O ficer/COficer in Charge/ D rector,
Activity
To: EASC Roger Smith

Subj : APPO NTMENT AS COLLATERAL DUTY SAFETY OFFI CER

Ref: (a) OPNAVI NST 5100. 23E
(b) CNETI NST 5100. 12F
(c) OPNAVI NST 5100. 25A

1. You are hereby appointed the collateral duty of Activity
Safety Oficer. Your primary duties for this assignnment are
contained in reference (a). However, you are responsible for
ensuring that essential safety programelenents identified in
references (b) and (c) are also in place.

2. You will report directly to ne for all matters relating to
the effectiveness of conmand safety programs. You are hereby
authorized to sign "By direction” on correspondence necessary to
carry out duties identified in references (a) through (c), and
ot hers as may apply.

3. | encourage you to neet with me and di scuss appoi nt nent of
collateral duty personnel for departnent/division safety
representatives and any safety program areas that my be
necessary.

Commandi ng O ficer

Copy to:
Per sonnel record

Appendi x 1-A



DEPARTMENT OF THE NAVY

IN REPLY REFER TO
5100

Ser 00X/ 0129
02 Feb 00

From Commanding Officer, Naval Air Station, (location)
Subj : SAFETY POLI CY

1. Enmploynent of effective safety progranms and neasures in every
phase of daily operations, to include recreational and off-duty
activities, is essential to guarantee the nost efficient
acconpl i shnment of NAS XXXX's m ssion.

2. In this tinme of dimnishing resources and reorganization, we wl]l
not | ose our focus in ensuring a safe and heal thful environnment in
both work and | eisure activities. Potential hazards nust be
identified, reported, and pronptly renoved. Operational risk
managenent princi ples nust be included in all job tasks before the
task is undertaken.

3. Each enployee, fromthe nost senior mlitary officer to the newest
civilian, must actively participate in all safety programs. Under no
circunstances will anyone be subjected to restraint, interference,
coercion, discrimnation, or reprisal by virtue of their
participation.

4. The command safety staff is available to assist all managers,
supervi sors, and enpl oyees in maintaining a safe and heal thfu
environnment, both on and off the job. Resource materi al s,
occupational safety and health standards, records of safety neetings,
and | ocal safety regulations are available for review in the safety
office.

5. M shaps are costly and, in npst cases, avoidable. They not only
| ead to degradation of m ssion acconplishment and | ost man-hours that
we cannot afford, but, nmore inportantly, they result in persona
hardshi p, serious injury, or death. There is no task so urgent or
inportant that it nust be acconplished at the expense of sound safety
practices. The success of our safety prograns and the acconplishment
of our mssion depend on a joint effort by all levels of nanagenent,
as well as each individual enployee.

Commandi ng O ficer
Di stribution:

Oficial bulletin boards
All departnents and tenant commands

Appendi x 1-B
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DEPARTMENT OF THE NAVY

IN REPLY REFER TO
5100
Ser 00D/ 0100
05 Jan 00
From Commanding O ficer, Activity

Subj : SAFETY POLI CY

1. Mssion acconplishnment is the ultimte goal of our daily actions.
Attai ning these goals w thout conpromi sing the health and well being
of the personnel involved, while preserving equipnment and resources,
is the fundamental goal of our safety program

2. Regardl ess of our individual duties, acconplishing our particular
m ssion is magnified by the sophistication and conplexity of the
systens that we operate and requires a constant enphasis on safety.

3. Stressing the inportance of accident prevention is necessary to
preserve the operational readiness and effectiveness of this activity.
Because m ssion acconplishment and safety are conpl enentary and
conpati bl e objectives, it is nmy policy that no evolution at this

command shall proceed if it cannot be acconplished safely. [If the
proper equipnment is not available to do a job safely, work will be
del ayed until it can be done safely. Al personnel have the
responsibility to see that command safety policies are strictly
observed: letter and spirit. Supervisors are responsible for

ensuring conpliance with published policies. All those assigned to
performtasks have the responsibility to call their supervisor's
attention to unsafe conditions or procedures where they exist.

4. Professionally, we have a responsibility to the Navy to do the job
the right way, the first tinme, and safely every tine. W nust also
exercise care to elimnate unsafe acts or conditions off-duty. Navy
personnel are hurt in nore m shaps involving recreational activities
and at hone than in any other type of mshap. It doesn't matter if
the time lost is fromoff-duty m shaps or fromon-the-job mshaps; the
i npact on operations is the sane. W nust be constantly alert to
hazards and unsafe acts in all areas, and use the proper channels to
correct them At no tinme will any Navy personnel be subjected to
coercion, discrimnation, or reprisals for participation in the Navy
Occupational Safety and Health program |ndividually and
collectively, we have a responsibility to provide a safe and

pr of essi onal environnent for all personnel, mlitary and civilian

ali ke, in our day-to-day operations.

Commandi ng O ficer
Di stribution:
All activity personne
Al'l detachments

Appendix 1-C
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5100
Code 00X1/ 0028
7 Mar 00

FI RST ENDORSEMENT on NAS XXXXX Itr 5100 Ser 00X/ 0129
of 02 Feb 00

From O ficer in Charge, Detachnent

Subj: Safety Policy

1. The safety policy as annotated in the attached policy
statenent is hereby adopted for this activity.

O ficer in Charge

Di stribution:
Safety Oficer
Oficial bulletin boards

Appendi x 1-D
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CHAPTER 2
OSH Per f ormance Revi ew and Measur enent

Ref erences: (a) OPNAVI NST 5100. 23E
(b) CNETI NST 5100. 2H

CONDUCTI NG THE OSH SELF- ASSESSMVENT

Section 0505 of reference (a) requires all Navy activities
to conduct an Occupational Safety and Health Sel f-Assessnent and
| mprovenent Pl an annual ly. CNET has devel oped a sel f-assessnent
handbook to wal k you t hrough each phase of the self-assessnent.
The handbook | eads you through the assessnent process and
explains how to identify and publicize your findings and devel op
your plan of action with mlestones (POA&M to correct any
probl ens you discover. The sinple to edit format is witten is
M crosoft Wrd and allows you to cut and paste those portions
that apply to your activity and then anplify what you find.

The sel f-assessnment handbook nay be downl oaded from
cnet.navy. ml/cnet/safety/prms. htm or you can contact the CNET
Safety Ofice for a hard copy. Section 14.a of reference (b)
requires each activity to provide CNET (00X) a copy of the
conpl eted OSH sel f-assessnent, in the format established in the
handbook, by Novenber 15th of each year. By follow ng the
gui dance contained in the handbook, you'll develop a very
effective managenent tool that identifies any corrective action
necessary for your safety programs. (In the next chapter, we'll
di scuss the essential elenents of safety prograns).

DEVELOPI NG A PLAN OF ACTI ON W TH M LESTONES

After you conplete your self-assessnent, it's inportant to
identify what corrective action needs to be taken and when it
needs to be conpleted. Assune you discover that the
instructional nedia division (IMD) has installed a new chem cal
devel opi ng system but did not advise the Industrial Hygienist
(I'H)y, (or you), of the new process. You identify that; (1) a
standard operating procedure to protect personnel needs to be
witten; (2) the IH nust evaluate the process to determ ne
hazardous properties of the chemcals; (3) a personal protective
equi pnrent hazard assessnent nust be conducted; and (4) nedical
nmonitoring requirenents nmust be identified.

In the plan of action, you would identify each of the four
el ements individually and assign action for acconplishnment to
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the person responsible for the process (i.e. Departnment/ D vision
head). Next, you nust identify the tinme-line for the action to
be acconplished and to whom the action nust be reported. Your
action itemmy | ook sonething like this:

Action: Schedule IH to review new chem cal devel opi ng
process and obtain copy of results.

Action O ficer: Instructional Media Oficer, Code XXX

Action Date: 3rd Qr, 2000

Report action status during quarterly neetings of OSH
Policy Council until action is identified as conplete.

This process is followed for each shortfall you identify
during the self-assessnent. The end result is the established
Plan of Action with M| estones that is presented; as part of the
sel f-assessnent; to the OSH Policy Council or CO in accordance
with section 0505 of reference (a).

TRACKI NG ACTI ON STATUS

It's very inportant to identify who wll track the status
of all identified action itens. Invariably, sonme of these
actions will carry over into the next fiscal year and it's
inportant to identify the carry-over when you devel op the next
fiscal year self-assessnent.

Section 0505 of reference (a) requires the OSH Council or
CO to review and concur with self-assessnents and i nprovenent
pl ans and review the progress achieved in inplenenting
i nprovenent actions at |east annually. How the OSH Council or
COwll reviewthe actions is open to debate and needs to be
identified in witing to all action officers. For exanple, the
OSH Policy Council may elect to have all action officers report
the status of their efforts to the safety officer and then have
the safety officer brief the actions at the council neetings.
To ensure supervisory accountability required by section 0207.q
of reference (a), it's best to have the action officers report
the status to the council or CO personally.

| NJURY/ | LLNESS SUMVARI ES

Section 11 of reference (b) requires all NAVEDTRACOM
activities to report their injury/illness status to CNET (00X)
on a quarterly basis using the Excel spreadsheet devel oped for
you by CNET. It's not difficult to count the nunbers and post
themon the Excel file. The difficult part, for nost, is
identifying mshap trends as part of the OSH sel f-assessnent.
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Section 0505.a of reference (b) requires that the activity self-
assessnent include a review of mshap statistics and anal ysi s
data. Typically, the current year and two previous years are
included in the data anal ysis.

CNET Safety has devel oped a tool to help you anal yze your
m shap data. M SHAP ANALYSES, A Beginners Quide for Safety
Per sonnel may be downl oaded from www. cnet. navy. ml/cnet/safety/
insts.htm. Follow the procedures identified in the booklet and
you' || have enough information to identify specific trends that
m ght have devel oped. Fromthat point, it's easy to incorporate
the trend information into the self-assessnent.

FI NALI ZI NG YOUR SELF- ASSESSIVENT

In order to neet the submttal requirenents of reference

(b), you'll need to finalize your self-assessnent no |ater than
m d- Cct ober of each year. It will take at |least a nonth for
review by the CO or OSH Policy Council, changes, etc., so you

have a finished product ready for submttal by m d- Novenber.

| f you follow the suggestions throughout the CNET handbook,
you'l |l discover that nost of the input will cone from
supervi sors throughout the year. You need to actively seek their
i nput on every category discussed in the handbook. As the safety
officer, it's then up to you to assess and conpile the data
provided. Once you've finalized the first self-assessnent, it
w Il be much easier the next tine.
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CHAPTER 3
Program Eval uations - Wat's I nportant?

Ref erences: (a) OPNAVI NST 5100. 23E
(b) CNETI NST 5100. 2H
(c) OPNAVI NST 5090. 1B w CH 1
(d) OPNAVI NST 5102. 1C
(e) 29 CFR
(f) SPARWARI NST 5100. 12B
(g) ANSI Z136.1-1993
(h) OPNAVI NST 6000. 1A
(1) NAVFAC P- 307

(J) NAVSEA S0420- AA- RAD- 010

(k) NAVSEA OP-5, Vol 1, 6th rev.
(1) OPNAVI NST 5100. 25A

(m OPNAVI NST 5100. 12F

(n) OPNAVI NST 3500. 39

CONDUCTI NG PROGRAM EVALUATI ONS

As nentioned earlier, the self-assessnment handbook contai ns
a wealth of information on conducting program eval uati ons.
However, CNET (00X) has devel oped still another tool to help you
conplete this portion of your self-assessnent.

The CNET Sel f- Assessnent Checklist is a sinplified version
of the checklist used by CNET staff when they cone to your
activity to conduct an Cccupational Safety and Heal t h Managenent
Eval uation. The checklist is broken down into program sections
and contains key questions that will aid in detecting problens.
The checkli st can be downl oaded from cnet.navy.m | /cnet/safety/
navosh. htm . It's inportant for you to renenber that prograns
are conpliance driven. Accordingly, program eval uations conme
under the "Regul atory Conpliance Process" and shoul d be
addr essed accordingly.

Fol l owi ng are sone key points to |ook for in the core and
additive prograns identified in section 0303 of reference (a).
Al'l key points are addressed in the checklist nentioned above.
(The inportant word here is "key". |If there are problens with
any of the key areas, you mght want to dig a little deeper into
the references identified in the checklists.)
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COVVAND SUPPORT FOR NAVOSH PROGRAMS

* Safety O ficer organizationally placed on the staff of
the COOCD rector [sec 0303.a, ref (a); sec 7.b(1)(b), ref

(b)]
* OSH Policy Statenment current [sec 0207.b, ref (a)]

* Sel f-assessnment conducted annually and goal s and
objectives identified and tracked [sec 0505, ref (a); sec 14.a,
ref (b)]

*  Fundi ng/ resour ces adequate to acconplish assigned
responsibilities [sec 0302.k, ref (a)]

* Does the Inter-Service Support Agreenent (I SSA) or
Menor andum of Understanding (MOU) clearly identify the | evel of
safety support to be provided by, or to, others [sec 0304, ref

(a)]
COUNCI LS AND COWM TTEES

* OSH Council established, neets quarterly, and all
menbers assigned in witing (activities with 100 or nore
assi gned personnel) [sec 0207.d & 0402.e, ref (a)]

* |s a nechanismin place to ensure di ssem nati on of
safety information to all hands (activities wwth [ ess than 100
assi gned personnel) [sec 0402.g, ref (a)]

* Safety office nmaintains records of all OSH counci
nmeetings [sec 0402.e(1), ref (a)]

NAVOSH TRAI NI NG

* The NAVOSH Trai ni ng Process identifies OSH training
requirenents for all personnel and the requirenments are included
in an annual training plan that establishes training topic,
per sonnel who nust attend, |location of training sites, and dates
training will be conducted [sec 0602.b(1)-(3), ref (a)]

* NAVCSH | esson pl ans include a description of the
training, a lesson plan #, and identifies the target audience
[ sec 0605.b, ref (a)]

* NAVOSH training records include all required data and are
retained for 5 years [sec 0605.a & b, ref (a)]
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* Collateral duty safety officer has conpl eted mandatory
training [sec 0602.e(2), ref (a)]

* I ndividual devel opnent plan (1 DP) for safety personnel
(collateral duty and full tine) are devel oped usi ng NAVEDTRA
10076- A as a guide [sec 0602.d(1) & e(3)]

* Training effectiveness is evaluated [sec 0605.c, ref (a)]

HAZARDOUS MATERI AL CONTROL & MANAGEMENT ( HMC&M

* Hazardous Material Re-Utilization (HAZM N) Center
established (host/region) or participant (tenants) [sec 0702.f.,
ref (a); sec 11.b(2), ref (b)]

* Has the CO A C appoi nted a HMC&M Program Manager (in
witing) [sec 1l1l.a, ref (Db)]

* Hazardous Material (HAZMAT) Authorized Use List (AUL)
identifies all hazardous materials in use and whi ch depart nent
is authorized to use [sec 0702.f(2), ref (a); Chap 3, sec 3-
6.7.e, ref (c)]

* Procedures established to ensure reduction of HAZMAT |[sec
11. b, ref (b); Chap 3, sec 3-6.4.j, ref (c)]

* Process in place to ensure personnel do not handl e
hazardous material until training is received [sec 11.c(2), ref

(b)]
OCCUPATI ONAL HEALTH

* Basel i ne survey has been conducted to identify industrial
hygi ene (I H) nonitoring and nedical surveillance requirenents
[ sec 0803.a, ref (a)]

* |H survey identifies health hazards, personnel protective
equi pnent requires, and establishes frequency of updates [sec
0803. a&b, ref (a)]

* Al personnel receive nedical nonitoring as identified in
survey or required by other standards [sec 0803.b-f, ref (a)]
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NAVOSH | NSPECTI ONS

* Al workpl aces have been inspected at | east annually by
qualified OSH personnel [sec 0903.a-c, ref (a); sec 12.f, ref

(b)]

* Reports of inspections are provided to the person in
charge of area [sec 0903.h, ref (a)]

* OPNAV form 5100/12 (or conputer equivalent) is used to
docunent and track deficiencies identified during any type of
wor kpl ace safety inspection (OSH, Explosives, Wight Handling
Equi pnrent, Fire Prevention, etc) [sec 0903.h, ref (a); sec 12.Db,
ref (b)]

* Deficiencies identified during higher echel on/ CSHA
i nspections transcribed to OPNAV 5100/ 12 form|[sec 12.¢c & d, ref

(b)]
DEFI Cl ENCY ABATENMENT

* Copi es of OPNAV form 5100/ 12 posted at area of deficiency
until corrected (Mandatory for RAC 1, 2 & 3; optional for RAC 4
& 5) [sec 1202.b, ref (a)]

* Interimcontrols identified on OPNAV form 5100/ 12 and
updat ed as necessary [sec 1202.b, ref (a)]

* Official in charge of the areal/operation pronptly
conpl etes and returns OPNAV 5100/ 12 to safety office [sec
1202. b, ref (a)]

* Are projects beyond the funding capability of the
activity identified for NAVOSH funding [sec 1204.b, ref (a)]

* Hazard Abatenment Plan is available for review locally
when requested [sec 1202.c, ref (a)]

EMPLOYEE REPORTS OF UNSAFE/ UNHEALTHFUL WORKI NG CONDI TI ONS

* Enpl oyee hazard reporting program publicized to al
personnel [sec 1005.a, 0602.b(2) & c(3)(d), ref (a)]

* Enpl oyee reports (OPNAV form 5100/ 11) readily avail able
to all personnel [sec 1002.b&c, ref (a)]

19



* Appeal s procedure identified specific to chain-of-
command [sec 1002.e, ref (a)]

* AIl witten and oral reports | ogged and tracked [sec
1002.b & c, ref (a)]

* Responses provided I AWtinme-lines [sec 1002.e, ref (a)]

* Records retained for at |least 5 years (sec 1005.f, ref

(a)]
M SHAP | NVESTI GATI ON, REPORTI NG AND RECORDKEEPI NG

* Responsibilities for reporting and investigation of
m shaps have been established in witing [sec 1403.a & 1405, ref

(a)]

* Personnel conducting Cass A B, C & D m shaps have
conpl eted appropriate training [sec 1405, ref (a)]

* A safety investigation is conducted for every m shap,
maj or or mnor and firm factual finds and recomendations are
devel oped [sec 1403, ref (a)]

* Are shore safety investigation reports submtted to
Commander, Naval Safety Center for all m shaps described in
section 1408 of reference (a)

* |s the COWAVSAFECEN el ectroni c data base (I NJTRAK) (or
an equi val ent database) used to track injuries and ill nesses
[ sec1409.a(1l), ref (a)]

* | NJTRAK (or equivalent data base) is submtted to
COWNAVSAFECEN by 15 April and 15 Oct ober each year [sec 14009.c,
ref (a)]

* Al off duty recreation, athletic, hone, or notor vehicle
injuries recorded and reported in accordance with reference (d)

* |f Navy civilians are enpl oyed; annual report of Navy
civilian injuries/illnesses posted on safety bulletin boards no
| ater than 15 Novenber and left for at |east 30 days [sec
1409.a, ref (a)]

* Quarterly mshap reports submtted to CNET [sec 11, ref
(b)]
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* Mshap trend anal yses included in self-assessnent [sec
0505 & 1413, ref (a)]

* A 72-hour profile is conducted for all "natural cause"
deaths [interimCH 2-3 & 2-4, ref (d)]

* Mshap records retained for mninmumof five years [sec
1409.a(2), ref (a)]

RESPI RATORY PROTECTI ON PROGRAM

(This programis required whenever one or nore personnel wear
respiratory protection equipnment of any kind.)

* Trained and qualified Respiratory Protection Program
Manager (RPPM appointed in witing by Commandi ng
Oficer/Oficer in Charge [sec 1503.a & 1513.a, ref (a)]

* Respiratory protection program established and
i npl emented [sec 1503.a, ref (a)]

* Programincludes nedical evaluation, fit testing and
training [sec 1503.c, ref (a)]

* Only respirators approved by RPPM are authorized for use
[ sec 1503.f, ref (a)]

* Gade D breathing air tested quarterly [sec 1503. a&b, ref
(a); part 1910.134(1), ref (e)]

* Firefighters required to wear SCBA with full face-piece,
pressure demand SCBA, equi pped with 30-mnute air cylinder [sec
1507.e, ref (a); part 1910.134(g)(4), ref (e)]

* Witten procedures identify requirenments for firefighter
entry into structural fires [sec 1507.g, ref (a); part
1910. 134(g)(4), ref (e)]

* Medi cal evaluations for respirators are in accordance
with established procedures [sec 1508, ref (a)]

* Work site-specific standard operating procedures posted
in areas where respirators are used [sec 1513.a(2), ref (a)]

* RPPM conducts a detail ed programaudit annually and
identify deficiencies in witing to the Conmanding O ficer and
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Safety Oficer [sec 1513.a(8), ref (a); part 1910.134(1), ref
(e)]

ASBESTOS CONTROL PROGRAM

(This programis required whenever asbestos containing nateri al
(or presuned asbestos containing material) is present in any
wor k operations or buildings.)

* Trai ned and qualified Asbestos Program Manager appoi nted
in witing by Commanding O ficer [sec 1707, ref (a)]

* Al buildings evaluated or inspected to determ ne
presence of asbestos containing materials (ACM [sec 2.a, appn
17-c, ref (a); part 1910.1001(j)(1) & (j)(2)(1), ref (e)]

* Asbestos inspections conducted by qualified inspectors
[sec 1708, ref (a)]

* Al suspect/identified materials | abeled or posted [part
1001(j)(8)(ii)(A), ref (e)]

* Asbest os Program Manager has established procedure to
ensure conpliance with regulatory requirenents [sec 1707 & sec
1.b, appn 17-C, ref (a)]

* Asbest os awareness, worker certification, and other
mandat ory training conducted and docunented [sec 1708, ref (a)]

HEARI NG CONSERVATI ON/ NO SE ABATEMENT

Thi s program requi red whenever noi se hazards exist in the
wor kpl ace (identified in the I H survey).

* Al workplaces surveyed by IHto identify hazardous noise
| evel s and personnel at risk [sec 1804, ref (a)]

* Appropriate personnel included in hearing conservation
program and roster of personnel maintained by OSH office [sec
1804. b(3), ref (a)]

* Noi se hazardous areas properly | abel ed and use of hearing
protection mandatory [sec 1805, ref (a)]

* Hearing Conservation training conducted annually and
records retained [sec 1808.c, ref (a)]
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S| GHT CONSERVATI ON PROGRAM

(This programis required whenever eye hazards are identified in
t he wor kpl ace.)

* All work areas/processes/occupations evaluated by the IH
to determ ne which are eye hazardous and type of eye protection
required [sec 1901, ref (a)]

* Plunbed eye wash units present in all areas where
enpl oyees are exposed to caustic/corrosive materials [sec
1902.a, ref (a)]

* Plunbed eye wash units activated weekly for 3 m nutes and
records mai ntained [sec 1902.a, ref (a)]

* Sel f-contained eye wash units permtted only on tenporary
basis [sec 1902.a, ref (a)]

* Eye protection provided at governnent expense [sec 1904,
ref (a)]

* All eye hazardous areas properly identified/|abeled [sec
1901 & 1904, ref (a); part 1910.133(a), ref (e)]

* Sight conservation training conducted and docunentation
retained [sec 1901, ref (a); part 1910.132.f(1), ref (e)]

PERSONAL PROTECTI VE EQUI PMENT ( PPE)

(This programis required if PPE is necessary for any reason.)

* PPE hazard assessnent conducted and verification
attached? (Must be conducted for all work processes initially
and as processes are changed or new processes added.) [sec 2002,
ref (a); part 1910.132(d)(1), ref (e)]

* PPE hazard assessnent validated annually [sec 2002.c, ref

(a)]

* PPE training conducted and docunented [sec 2011.a, ref

(a)]
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LEAD PROGRAM

(This programis required whenever exposure to |lead is expected
to exceed the action level as determ ned by the | H assessnment of
t he wor kpl ace)

* Al operations involving the use of | ead have been
eval uated by the IH [sec 2107, ref (a); part 1910.1025.d, ref

(e)]

* Controls in place to ensure paint does not contain |ead
in excess of 0.06% by weight [sec 2104.a, ref (a)]

* Enpl oyees notified in witing of results that represent
| ead exposure within 5 working days of receipt of sanpling data
[ sec 2108, ref (a); part 1910.1025.d(8), ref (e)]

* Lead training conducted and docunented [sec 2106, ref

(a)]
NON- | ONI ZI NG RADI ATI ON

(This programis required when |asers (class IIl, IV &mlitary
uni que) are present; broadband opticals are used (nedical and
industrial); and/or radio frequency or electromagnetic fields
are present (radar, telecomunication antennae; high voltage
transm ssion lines; video display termnals, etc.)

* Trained/qualified Laser Systens Safety Oficer (LSSO
appointed in witing by CO [sec 2210, ref (a); sec 7.e(3), ref
()]

* Laser inventory submtted to SPAWAR (OCF) annually (by 31
August) [sec 2210, ref (a); sec 7.e(6), ref (f)]

* Safety procedures established and inplenented [sec 22083,
ref (a); encl (7), sec 1.a, ref (b)]

* Appropriate | aser PPE provided to enpl oyees [encl (7),
sec 1.d, ref (f)]

* Controls inplenmented for protection agai nst broadband
optical sources [sec 2213, ref (a); ref (9g)]

* COMBPAWARSYSCOM has conduct ed basel i ne and resurveys (as

applicable) of all radio frequency radi ation sources [sec 2218. a
& c, ref (a)]
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* All laser and radi o frequency radi ati on exposure
i ncidents reported to COMWAVSAFECEN [sec 1408, ref (a)]

ERGONOM CS PROGRAM

(Reference (a) requires an annual analysis of injury/illness
records to determne if workplace nuscul oskel etal disorders or
ergonom c risk factors are present at the activity)

* Injuries and illnesses anal yzed to determne if work
pl ace muscul oskel etal disorders (WWSD) or ergonom c risk factors
exi st and/or if any trends have devel oped [sec 2303.a, ref (a)]

* (Cbservations during facility and job site safety
i nspections to identify WVBDs [sec 2308.b, ref (a)]

* Ergonom c survey conducted [sec 2308.b, ref (a)]

* Ergonom cs program manager has conpl eted nmandatory
training [sec 2306.a, ref (a)]

ENERGY CONTROL PROGRAM

(This programis required when any activity personnel mnust
perform servi ce/ mai nt enance of machi nery or equi pnent ashore.)

* Specific witten procedures devel oped to control
pot enti al hazardous energy during servicing/ mai ntenance [sec
2404.a, ref (a); part 1910.147(c), ref (e)]

* Lockout/tagout devices contain required information [sec
2402.d, ref (a); part 1910.147(c)(7), ref (e)]

* Only key locks permtted (no nmaster keys) [sec 2402.c,
ref (a)]

* Safety office conducts annual programreview and
identifies all machi nes/equi pnent affected; names of authorized
enpl oyees included in the review and the nane of the person
conducting the review [2404.d(1), ref (a); part 1910.147(c)(6),
ref (e)]

* Energy control procedures incorporated into training
curriculum as applicable [sec 2404.b(6), ref (a)]
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* Training conducted and docunented for all authorized and
af fected enpl oyees [sec 2402.e & 2404.d(3), ref (a); part
1910. 147(c) (7)), ref (e)]

CONFI NED SPACE ENTRY PROGRAM

(This programis required if the activity owns or personnel

enter confined spaces. Confined spaces are defined as any space
not specifically designed for routine and/ or continuous
occupancy, | arge enough and configured so an enpl oyee can bodily
enter to do work, and poorly ventilated and/or has Iimted or
restricted means for entry/exit.)

* Trained/ qualified Confined Space Program Manager (CSPM
appointed in witing by commandi ng officer [sec 2703 & 2709, ref

(a)]

* Local instructions published [sec 2709.a, ref (a)]

* Al confined spaces identified and classified and current
inventory maintained [sec 2704.a(1)&(2), ref (a); part
1910. 146(c), ref (e)]

* Training conducted for all entry personnel and
supervisors [sec 2704.e(3) & 2709.c-g, ref (a); part
1910. 146(qg), ref (e)]

* Witten enmergency plan devel oped & drills conducted
annual ly [sec 2707, ref (a); part 1910.146(k), ref (e)]

* CSPM conducts annual audit [sec 2704.f, ref (a)]
* Permt issued for each entry [sec 2704.d, ref (a)]

* Records maintained for one year [sec 2704.c(2)(e), ref

(a)]
BLOODBORNE PATHOGENS PROGRANMS

(This programis required when any enpl oyee is designated as a
first responder or may be exposed to bl ood or other potentially
infectious material during performance of duties.)

* Witten exposure control plan established [part
1910. 1030(c) (1), ref (e)]
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* Exposure determnation (of all job categories potentially
exposed) included in exposure control plan [part
1910. 1030(c)(2), ref (e)]

* Annual training conducted [part 1910.1030(g)(2), ref (e)]

* Records maintained for 3 years [part 1910.1030(h)(2)(l),
ref (e)]

* All exposure incidents reported to safety office [part
1910. 1030(f)(3), ref (e)]

OCCUPATI ONAL REPRODUCTI VE HAZARDS

(This programis required when personnel are exposed to
reproductive hazards in the work place. Reproductive hazards are
any biological, chemcal, or physical stressor that has the
potential to adversely affect the human reproductive process.
Appendi x 29-B to reference (a) includes a long list of
reproductive chem cal stressors.)

* All processes evaluated by IH to determ ne presence of
reproductive hazards [sec 2903.a(2), ref (a)]

* Training conducted as appropriate, including training for
pregnant fermal es [sec 2903.c & 2904.a(2), ref (a); ref (h)]

* Femal e workers advi sed of notification procedures for
pregnancy [sec 2904.a(2), ref (a)]

| NDOOR Al R QUALI TY MANAGEMENT

* Establish snoke-free buildings and zones [sec 3003, ref

(a)]

* Address indoor air quality issues as they devel op or new
bui | di ngs are designed [sec 3004, ref (a)]

* Ensure enpl oyee conplaints of indoor air quality issues
are investigated and resolved [sec 3002.a, ref (a)]

VAEI GHT HANDLI NG EQUI PMENT

(This programis required if the activity owns, or personnel
operate, any weight handling equipnent (WHE). WHE is materi al
handl i ng equi pnmrent such as cone-al ongs (500# capacity and
greater), A-frame chain hoists, overhead hoi sts and ot her
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typi cal crane-type equi pnent. The nbst common WHE i n NAVEDTRA
is category 3, non-cab operated (overhead hoists).)

NOTE: WEI GHT HANDLI NG EQUI PMENT USED FOR TRAI NI NG AND MAI NTAI NED
UNDER NAVAI R OR NAVSEA REQUI REMENTS DOES NOT NEED TO BE TESTED
AND MAI NTAI NED PER REFERENCE (i). HOWEVER, OPERATORS OF SUCH
EQUI PMENT MUST MEET REFERENCE (i) TRAI NI NG REQUI REMENTS.

* Wei ght handl i ng equi prment certifying official appointed
in witing by commandi ng officer (if equi pnent owned by the
activity) [sec 3.2, ref (i)]

* Al weight handling equipnment certified annually [sec
3.4.1, ref (i)]

* Al'l weight handling equipment operators'
trained/qualified (except students under instruction when a
trained operator is present) [sec 15.2, ref (i)]

* Crane m shaps reported to Navy Crane Center/Navy Safety
Center, as appropriate [sec 1408, ref (a); sec 12.4, ref (i)]

* Safety office provides oversight of WHE safety program
[ sec 3103, ref (a)]

| ONI ZI NG RADI ATI ON  PROGRAM

(This programis required when the activity possesses any type
of radioactive materials or x-ray machines (nedical or other).)

* Navy Radi oactive Materials Permt issued by Navy
Radi ation Safety Commttee [sec 2.3.4, ref (j)]

* Trained/qualified Radiation Safety Oficer appointed in
witing by CO[sec 1.3.8.4, ref (j)]

* Radi ation Safety Oficer conducts annual review to
identify operations with high exposures and provides copy to
activity safety officer [sec 2.6.1.1, ref (j)]

EXPLOSI VES SAFETY/ | NERT ORDNANCE

(This programis required if the activity possesses any type of
expl osi ves or ordnance, including inert explosives and ordnance.
These devices are typically used for cerenony, display and
training.)
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* Trained/ qualified Explosives Safety Oficer appointed (if
expl osives are used) [sec 1-4.3.1, ref (k)]

* Activity safety officer provided copies of all explosive
safety inspections [sec 12.b, ref (b)]

* All inert ordnance used for display, training and ot her
pur poses has been properly certified, |abeled and/or marked [sec
2-1.4.2, ref ()]

* Al inert ordnance recorded on record of certification
and identification form|[sec 2-1.4.5, ref (k)]

RECREATI ON, ATHLETI CS AND HOVE SAFETY ( RAHS)

(This program applies to all activities. Were host activity
instructions exist, tenant activities shall conply wth host
requi renents.)

* RAHS Program Manager appointed in witing by CO [sec 5.c,
ref (1)]

* RAHS Program Manager conducts/attends quarterly OSH
meetings [sec 5.c¢c(1), ref (1)]

* RAHS Program Manager and activity safety officer conduct
at | east annual inspection of all recreational facilities and
equi pnent [sec 5.¢(3), ref (I)]

TRAFFI C SAFETY PROGRAM

(This programapplies to all activities. Were host activity
instructions exist, tenant activities shall conply wth host
requi renents.)

* Traffic Safety Program established [sec 6, ref (m]

* Traffic Safety Program Coordi nator appointed in witing
by CO[sec 6, ref (m]

* Use of seat belts mandatory [sec 7.b, ref (m]
* Maxi mumdriving tine addressed [sec 10, ref (m]

* Approved notorcycle safety course available for al
personnel who ride notorcycles [HSPS, sec 2.a&b, ref (m]
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* Appropriate fluorescent/retro-fluorescent PPE worn by
all personnel exposed to vehicular traffic in assigned duties
[ HSPS, sec 3.c(1), ref (m]

30



CHAPTER 4
Resour ces
Ref erences: (a) OPNAVI NST 5100. 23E

Resources involve nore than just a person assigned to "make
sure safety rules are followed."” Training materials can
sonetinmes be difficult to obtain, even at an activity where
training is our business. Safety training resources such as
vi deos and posters are essential, not just for the safety
officer but for all nenbers of the activity. A resource library
is also essential and nmay take on nmany forns. Follow ng are
sone hel pful hints for obtaining what is needed.

STAFFI NG

Each shore activity nmust be supported by an OSH
organi zation [sec 0303, ref (a)] but this need not be at the
i mredi ate command | evel. A host or regional OSH office may
support the activity. Section 0303.c of reference (a) provides
detailed staffing criteria where OSH of fices have been
established. However, if staffing becones an issue, it is best
to have a workl oad anal ysis or manpower study conducted to
det er m ne needs.

SAFETY LI BRARY

A safety library should consist of safety instructions
applicable to the activity m ssion and needs. [Instructions need
not be in paper format if an electronic library is accessible to
all personnel. Unfortunately, sone of the docunents you w ||
need to have in your library cannot be accessed on the internet.
O hers can be accessed but not printed. In these cases, you may
want to check other |ocal area safety offices to see if they
have what you need before you try to get noney to buy it. If
they do, you can have your people reviewit in the other safety
office, i.e. the region or host, as needed.

Oten tines, collateral duty safety personnel discover they
have to wite new instructions or procedures. DON T REI NVENT THE
WHEEL! Ask others to send you their versions and change themto
fit your needs. You'll also find a wealth of safety program
information at http://ww. pp. okst ate. edu/ ehs/ LI NKS/ Uni v. ht m
This site will connect you to a nunmber of universities that
of fer excellent exanples of safety prograns.
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TRAI NI NG & | NFORVATI ON

I f you need a | esson guide and you can't find one in the
files or by contacting the host/region safety office, you can go
to the Navy Occupational Safety and Health and Environnent al
Trai ni ng Center (NAVOSHENVTRACEN) homepage at http://ww. norva.
navy. m | /navosh. At the honepage, click on Training Aids, and
t hen NAVOSH Training Guide for Shore Activities and you'll find
generic training guides in Powerpoint that you can nodify to
meet your particular training needs. You can also go to
Htp://ww cnet. navy. ml/safety/safety. ht Ml where you'll find
nmore power point presentations, information bulletins, safety
alerts and nuch nore.

A directory of safety personnel, civilian and mlitary, has
al so been devel oped by CNET to ensure you know how to reach each
others to ask for help or share information. The directory is
avai |l abl e by request fromthe CNET Safety Ofice. You'll also
want to submt your nane and activity information for inclusion
in the update to the directory.

Above all else, consider the CNET Safety O fice your
resource for any safety information or materials that we m ght

have at our disposal. You can access the CNET Safety honepage
and find the nanme and contact information for the person
assigned to support your activity. Get in touch! You'll find

themready and willing to help with any safety problem or
concern.

VI DEOS

Activities can access DoD vi deos by internet at
http://dodi magery. afis.osd.m| to conplinent your training
needs. You can order by video nunber, nanme or category. |If al
el se fails, contact the CNET Safety O fice.

DOLLARS

O all the resources, tine and noney seemto be in the nost
demand and are the hardest to obtain in sufficient quantity.
Until you have developed a |ist of your needs (the self-
assessnment is the first step) and prepared a budget request with
valid requirenents, you'll have a hard tinme obtaining your share
of either.
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An excellent tool to determne what is needed is to prepare
a list of your duties; tine required to carry them out;
necessary tools and equi pnent (including transportation);
mandatory training and travel costs, etc. The end result should
provi de sonme excel |l ent docunentation for dollars needed to carry
out your duties and acconplish mandatory training.
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